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Running a Budget Position Report for Student Financials Details  

This Addy Note explains how to run a Budget Position Report to view receipt numbers for all 
deposits made through the Cashier.  

Step Action 

1.  Navigate to: Main Menu > Reporting Tools > PS/nVision > Define Report 
Request.  
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Step Action 

2.  Enter UCF01 in the Business Unit field.   
 

 
3.  Enter the first four (4) numbers of the department or project ID in the Report ID field. 

 

  
 

4.  Click Search.  
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Step Action 

5.  Select a Report ID ending in DSY or PSY (where “D” stands for department and “P” 
stands for project). 
 

 
 

6.  In the Layout field, make the appropriate change if necessary: 
 

• To run a standard report,  
o Enter BP_FYXXD (replace XX with the last two digits of the fiscal year 

the report covers) for a department. 
o Enter BUDGPOSP for a project. 

 
• To run a report that displays all the months in the current fiscal year,  

o Enter BP_FYXXD_NPL (replace XX with the last two digits of the 
current fiscal year) for a department. 

o Enter BUDGPOSP_CG for a project. 
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Step Action 

7.  Verify that the As of Reporting Date field is Today’s Date.  
 

 
 
Note: Select Specify from the drowp down list to enter a specific date, if needed.  

8.  Verify that the Tree As Of Date field defaults to Use As Of Reporting Date.  
If it has not defaulted, select it.  
 

 
 

9.  Verify that Web defaults in the Type field and Microsoft Excel Files defaults in the 
Format field. If they have not defaulted, select them.  
 

 
 

10.  Click the Scope and Delivery Templates link.  
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Step Action 

11.  Verify the Report Scope follows this naming convention: 
 

1. The first place value will be D or P. 
2. Verify the department or project number 
3. Verify that the last letter is C, S, or N – depending on the Report ID’s 7th letter 

in step 7. 
4. Your Report Scope should be a variation of this: D02500001S. 

 

                        
 

12.  Click OK.  
 

 
 

13.  Click Save.  
 

 
 

14.  Click Run Report.  
 

 
 



 
 

Addy Note_ Running a Budget Position Report for Student Financials Details Page 6 of 12 
7/1/2022 

Step Action 

15.  Verify that the Server Name field is blank.  
 

 
 

16.  Click OK.   
 

 
 

17.  Click the Report Manager link.  
 

 
 

18.  Select the nVision Reports link. If the report hasn’t displayed, click Refresh.  
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Step Action 

19.  Click the file name ending in .xls.  
 

 
 

20.  Save the Budget Position Report to the desktop or another location outside of 
PeopleSoft.  

21.  Open the saved Budget Position Report in Excel.  
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Step Action 

22.  To find receipt number for deposits made at the Cashier’s Office, select the balance 
from the Year to Date Totals column for the revenue account code where the receipt 
number would reside. If you do not know the location, click the Revenues subtotal.  
 

 
 
In this example, we assume you know the account credited with the student’s receipt is 
account 726101 Travel In State account. Therefore, you can click on the year-to-date 
total for that line. If you did not know the account, you would select the year-to-date 
total for the Revenues line.  
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Step Action 

23.  Click the Add-Ins at the top of the page.  
 

 
 
If the Add-Ins tab is not available, download and install the DrillToPIA.xla Excel 
macro from the UCF Financials Helpful Resources page 
(https://financials.ucf.edu/helpful-resources-about/) 
under Reporting.  

24.  Select nVisionDrill > Drill.  
 
 

https://financials.ucf.edu/helpful-resources-about/
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Step Action 

25.  If not already logged in, the UCF Financials screen will display. Login using your NID 
and password.  

 
 

26.  On the Run Drilldown page, change the Type in the dropdown box to Web.  
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Step Action 

27.  Select Run Drilldown for Student Financials Details.  
 

 
 
Note: If the funds originated from a journal other than STF, then the Journal Lines 
Run Drilldown should be selected. 

 

28.  In the Report Manager page that displays, select the report ending in .xls. 
 
 

 
 
Note: If you need to return to the drilldown report at a later time, sign into UCF 
Financials and go to Reporting Tools > Report Manager to locate the drilldown 
report.  
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Step Action 

29.  View the report. Receipt numbers for all deposits made through the Cashier are located 
here.  
 

 
 
Note: Individuals with security access to P/S Cashiering can view receipts in UCF 
Financials. Navigate to: Main Menu > Student Financials > Cashiering > Review 
Departmental Receipts.  
 
When accessing the receipt panel, please note that it is not necessary to provide the 
Cashier’s Office information, only the Business Unit and Receipt Numbers are 
required. Personnel requiring security access to view receipts should contact the 
manager of the Cashier’s Office.  
 

 


